Ohio History Connection
= State Archives of Ohio - JU o0
0 H ﬂ @ Local Government Records Program M
800 E. 17% Avenue

HISTORY Columbus, OH 432112474

CONNECTION

RECORDS RETENTION SCHEDULE (RC-2) - Part 1

See instructions before completing this form. Must be submitted with PAR?I_"?CM N

Section A: Local Government Unit _(To complete this form online, use “tab” key to jump from box to box ) B L

?/'2:2 / S
Clermont County Board of Countv Commjssioners 1010 )
4 (Unit) - G T
Edwin H. Humphrey ___President i 5/{5// I S
(Name) (Title) (Date)
Section B: Records Commission
Clermont County Records Commission (513) 735-8660
Records Commission : (Telephone number)
289 East Main Street Batavia ' 45103 Clermont
(Address) (City) _ (Zip code) (County)

To have this form returned to the Records Commission electronically, include an email address:

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules
listed on this form and any continuation sheets. | further certify that our commission will make every effort to prevent these records
series from being destroyed transferred or otherwise disposed of in violation of these schedules and that no record will be knowingly

: gfaim, action or request. This action is reflected in the minutes kept by this

¢)23/)5

Date

Records Commission Chair Signature

Sectio) }»C Ohio History Connection - State Archives

Signature = Title Date

Sectign D: Auditor of State

ol &. [ Jud—"" » 7-/3-1<

Signature _ Date

Please Note: The State Archives retains RC-2 forms permanently.
It is strongly recommended that the Records Commission retain a permanent copy of this form

SAO-/LGRP-RC-2 (Part 1 & 2), Revised August 2014



Page 2 of 10

Form RC-2 ,' ' B
: Schedule of Records Retention and Disposition
Continuation Sheet |
Section E: ‘ﬁecqrds Retention Schedulé ‘

Board of County Commissioners

(Local government entity) )

1010

(Unit) -

() @ . @ - @) g
Schedule Record Title and Retention Period Media Type
Number Description S : :
Account Statements (in o . :
: . P Until superseded (only most . N
1019 01 | connection with bond current copy maintained) Paper/Electronic
. issues) o _ S

Aot o _ .| Maintain paper until

17 a040:00 | Alrmort Files© © + {- microfilmed and quality . B B

- 10:10 02 . erp?rt F|Ie§ oo control checked, priorto 'Papgrt\,‘;.-

P P Y paper destruction ’

N T S Sy T Migrate or maintainas . | | -
oA | Aieadrt Bi c necessary until no longer of | Electronic or All
111010-024 A'r port Files il A | administrative, fiscal or legal Other Media
ces Tar S ’ | value in electronic format . .
"'1010-02B | Airport Files : . | Permanent Microfilm

. | Maintain papér until
Y . oo microfilmed and quality )
1010-03 | Annexation F|Ie§ _ | ‘control checked, prior to P?pehr
c paper destruction ’
_Migrate or maintain as ¢
02A o . . necessary until no longer of | :Electronic or All .
1-019 03A Annexgtlon Files L administrative, fiscal or legal Other Media
value in electronic format K
1010-038 | Annexation Files . - Pérmanent - Microfilm
. : Maintain paper until -
Annual Information microfiimed and quality P ‘
1010-04. . ‘Statements® . - control checked, prior to o Paper‘
e e pdper destruction . R
. o oo Migrate or maintain as v
1010-04A Annual Information necessary until no longer of | Electronic or All
o Statements administrative, fiscal or legal Other Media
value in electronic format S
g Annual information ;o . :
1010-04B Statements _ Permanent Microfilm
_ _ "Maintain papef until »
: microfilmed and quality -
1010-05 Annual Reports control checked, prior to Paper
R paper destruction .
v . Migrate or maintain as :
! necessary until no longer of- | Electronic or All
_ 1010-05A : Annual Reports administrative, fiscal or legal Other Media
value in electronic format . )

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014




FormRC-2

Board of County Commissioners

Page'3 of 10

Schedule of Records Retention and Disposition
Contmuatlon Sheet

1010

{Local govemment entity)

L

(Unit)

[€]

paper destruction

(1) L (@) (4)
‘Schedule . Record Title and - Retention Period Media Type
Number " Description - C .
-1010-05B Ann_u_él Reports Permanent Microfilm
~ .~ | Apiary Inspection Expense I .
1010-06 | Reports and related files Untl! audited PaperlEIectromz%
- o _| Maintain paper until
¢ | Appointments to " | microfilmed and quality 3
1010-07 Boards/Commissions control checked, priorto - Paper
- paper destruction -
St e | Migrate or maintain as
. e necessary until no longer (] E
1010-074 | gPBojntmentsfo “of administrative, fiscal o E'gﬁ:";“,ﬁ ez: aAES
e ‘legal value in electronic
format .
' Appointments to : . ‘
1010-078 Boards/Commlssmns Permanent Mlcrofilm
S Appomtment of 0uts1de Until audited (original _
1010-08 . | Legal Counsel (Joint Petition - | maintained by Prosecutmg Paper/Electronic |
to Coimnmion Pleas Court) Attorney) ‘ ’
: 3 o ' . Maintain paper until _
in - e microfilmed and quality S
101009 | Appraisal Reports_ control checked, prior to Paper- *
’ paper destruction A '
.~ | Migrate or maintain as. -
. L ‘| necessary until no longer .
1010-09A | Appraisal Reports. of administrative, fiscal or Elgi::::‘l'“ce%';:"
| legal value-in electromc -
T format
1010-098B ' Appf_ajsal Reports Permanent Microfilm
-1010-10 Audit Reports 15 years from end of audit Paper/Electronic
. penod !
: . 2 years after contract b
1010-11 Bids - Unsuccessful Paper/Electronic
: ) o award T
C : ‘ Permanent (paper copy
1010-12 Bids - Successful - maintained by department Microfilm
’ _ as part of contract) '
. Bills - (computer printout - '. : . -_' ;
1010-13 prepared by Auditor) Untyl audited Paper/Electronic |3
Maintain paper until
Bonds/Notes/Official microfilmed and quality
1010-14 Statements control checked, prior to Paper

" SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014



FormRC-2 -

Board of County Commissioners

Schedule of Records Retention and Disposition
Continuation Sheet

1010

Page 4 of 10

(Local govemment entity)

{Unit)

I&)

(4)

files (providing history of new
initiatives/programs/department)

control checked, prior
to paper destruction

R 2)
Schedule | Record Title and Description Retention Period Media Type
* Number , g
. ' Migrate or maintain as’
2 . ‘ .- . | necessary until no -
: o e longer of Electronic or All
1010-14A | Bonds/Notes/Official Statements | _ ministrative, fiscal or Other Media
’ ’ legal value in electronic :
‘ format :
| ' 1010-14B BohdslNotelefficial Statements | Permanent . Microfilm
- 7 ' CL Permanent (paper copy )
1010-16 Budget - Annual Appropriations. | maintained by OMB for. Microfilm
: . . 10 years) o ’
101017 | Calendars/Schedules 2. year following end of | Paper/Electronic |;
iscal year -
1010-18 CataiqgslManuals Publications . Destroy upon review- A PaperIEIectronic b
) | Clermont . _ - : ’
1010-13 Cares/Complaints/Responses - 3 years Paper _
: Capital Projects - contract Permanent (paper copy
.documents, change orders, maintained by . '
1010-20 close out and related planning originating department - Microfilm ;
inform_ation . permanently) :
1 year following end of
] fiscal year unless part
X R of a record which is |
1010-21 Correspondence . | kept per the Paper/Electronic ;
appropriate record
series )
.. | Department Head _ : : ’ .
1010-22 Meeting/Minutes Notes 5 1 Year Paper/Electronic
. ~ -7} 1year (original
: S, " | maintained by - .
1010-23 | Department Weekly Reports. ‘ respective Paper/Electronic .
’ departments) '
Department special . - o K %
| prooramipriectproposats, | Melntanpeperanth |
1010-24 plans, reports, position papers, Paper

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014



FomRC-2 .~ . | | o © Page 50f10
Schedule of Records Retention and Disposition o
Continuation Sheet

Board of County Comm|SS|oners .. 1010 e
" (Local government entity) . o “(Unit) I
m ] - @ @ ] @
Schedule | Record Title and Description | Retention Period | Media Type
Number T - ) :
| — : ‘Migrate ormaintéin ¥
Department spec:al ' as necessary until no

- program/project proposals, plans,
1010-24A ' | reports, position papers, files
. (providing history of new .
| :initiatives/programs/department)

longer of , Electronic or All
administrative, fiscal |  Other Media
or legal value in :

| electronic format -

Department special ) -
. | program/project proposals, plans, LT 1 .o
1010-24B | reports, position papers; files Permanent = - ; Microfilm
. (providing history of new T A :
initiatiye;lprogramsldgpartmen_t) R T .
. _ ' Permanent {paper i
; ; T . | copy maintained by - PP
1010-28 Easement}sl e . | originating . 1. Mnrzroﬁlrf\ .
' department)
Retain according to . |-
content e ]
o . . o Non-Record-Delete
AR B S ) immediately - N IR
- ' Transitory-Until no
longer of .
Administrative Value' P

Intermediate-1 year
. ] | following end of fiscal
L .. | yearunless.part of a . o
1010-29 Electronic Mail Messages = E-mail | rocord which is kept * " Paper/Electronic
' ., | perthe appropriate -
e : record series |,
' Permanent-1 year
. . following end of fiscal
o U year unless partofa | .
. . A - | permanent record
o ' . which is kept
. _ = permanently per the
. appropriate record
[ series . .

) . Maintain paper until -

. . microfilmed and :

1010-30 g:g:i'::\ m‘r";’t‘:‘;’?a' Work quality control - Paper
. o checked, prior to

paper destruction

Migrate or maintain
) o : : . . | as necessary until no »
Regular and Informal Work | longer of o Electronic or All

1010-30A Session Minutes' . administrative, fi scal» " Other Media
S L or legal value in
, +| electronic format -
, Regular and Informal Work . s —
1010-308 Session Minutes" o Pefmanent . ) Microfilm

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014



Form RC-2. Page 6 of 10

Schedule of Records Retention and Disposition
Continuation Sheet |
1010 -

‘Board of County Commissioners A |
‘ (Unit) ‘ j .

(Local government entity)

—m

Schedule 7

Number

- (2
Record Title and Description

«

.

)

Retention Pefiod )

@
Media Type

1010-31 .

Grant ApplicationsrlAgreements

Permanent (paper

copy maintained by _.

originating
department per
funding agency
requirements)

Microfilm

1010-32-

| Grant Records (corres’pbndehce,

plan approvals, fiscal/monitoring
reports)

-

Until audited by
funding agency
and/or State Auditor

. Paper/‘E.le'ctronic

11010-33

‘Grant applications - denied '

1 year after funding h
denial - L

Paper/Electronic

1010-34

inventory - Annual.

1 year after audited

‘Paper/Electronic [Fier

1010:35

-

Journals/index to Journals

Maintain paper until

microfilmed and -
quality control
checked, prior to
paper destruction

Papér

1010-35A

-

Journals/index to Journals

Migrate or maintain
as necessary until no
longerof = -
administrative, fiscal
or legal value in
electronic format

Electronic or All
Other Media

Jourdalsllndex‘toAJourhaIs

Permanent

Microfilm

1010-358

1010-36

Liquor Permit Applications

1 year from date
received

PaperIEIectroriic

1010-37

Litigation/Claims/Settlements/Case
Files (In-County Counsel) .

Twenty-Six years
after verdict is
returned (Maintained
by the Prosecutor's -
Office) =~ v

Paper

1010-37A

LitigationlcIaimslSettlementleése
Files (In-County Counsel) -

Permanent - -

Microfilm

. 1010-38 _

Maintenance bonds for Sidewalks

Until release and
acceptance of

improvements

Paper/Electronic |

1010-39

Maintenance bonds - water/sewer

Until release and
acceptance of
improvements

4

‘Paper/Electronic

" SAO-/LGRP-RC-2 (Part 1 & 2), Revised August 2014




Form RC-2 -

Board of County Commissioners.

Schedule of Records Retention and Disposition
Continuation Sheet | |

1010

' Page 7 of 10

-

" {Local government entity)

T "~ (Unit

@)

issuance

o @
“Schedule | Record Title and Description Retention Period Media Type
Number | e X S
" “Marriage License Fees ~ .~ | 10 years (maintain'With i .
1019’40 distribution records budget) Paper/Electronic |
o MiﬁutéélAgendaslMeeting ’ C . o o
1010-41 | Notices/Announcements (from go :aytoorr;‘a':::t':f‘f"few " Paper/Electronic
ST other agencies) : ¥ app p L
B S Twenty-Six years after
1010-42 | Litigation/Claims/Settlements/ verdict is returned Paper
-, | Case Files (Outside Counsel) (Maintained by the P
o _ Prosecutor’s Office)
- Litigation/Claims/Settlements/ .- . e
10-42A € P
'1,0 0 ‘ Case Files (Qutside Counsel) ermanpjnt Mlcrpﬁlm
S _ .' | Maintain paper until
TS . wnomay, | Microfiimed and quality o
1010-43 Opl_mons Prosecuting AttoTey control checked, prior Paper
) - to paper destruction
Migrateo‘r maintain as
. , necessary until no
L . ...~ | longer of - | Electronic or All -
1010-43A Opl_r_l |f.ms - Prosecuting Attorn ey “administrative, fiscal or Other Media
legal value in electronic -
ot format
10i0433 ' Opinions - Prosecuting Attbrney Permanent Microfilm -
.101_0—‘44 Pay;lh Receipts from Treasufe} Until audiféd _ Paper/Electronic
’ A Until release and !
Performance-Maintenance . -
1010-45 : : acceptance of Paper/Electronic iz
.- B_énds Street Improvements ) improvements =
. o Maintain paper until .
' 101047 Policies/Procedures/Rules/ microfilmed and quality i
' | Regulations/Long-Range Plans | control checked, prior Paper
' B . to paper destruction
‘ Migrate or maintain as
: : necessary until no ' - .
1010-47A Policies/Procedures/Rules/ longer of Electronic or All
‘ R Regulations/Long-Range Plans administrative, fiscal or Other Media
S legal value in electronic
_ format
o Policies/Procedures/Rules/ T
1010-478 Regulations/Long-Range Plans Permanent MI‘QTOﬁIm
1010-48 Proclamations 1 year from date of PaperiElectronic

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014



Page 8 of 10

Form RC-2
‘ Schedule of Records Retention and Dlsposmon
Contmuatlon Sheet

Board of Countv Commlssmners 1010

- (Local govemment entity) o ) _ (Unit)
(1 : ’ 2 . ) (3) (4)
Schedule Record Title and Descnptlon Retention Period Media Type -
Number g ’ v
Property Maintain paper until
PurchaseslSaIeslApproprlatlon‘ microfilmed and quality
1010749 Cases/Sheriffs Forfeited. control checked, prior’ Paper
Properties o to paper destruction
: . - . Migrate or maintain. as ’
Property _ necessary until no ’ : :
1010-49A Purchases/Sales/Appropriation longer of Electronic or All
S Cases/Sheriffs. Forfelted administrative, fi scal or Other Media
Propertles legal value in electronic : .-
format
Property ‘ )
\ Purchases/Sales/Appropriation. - .
1010498 | casesiSheriffs Forfeited | Fermanent Microfilm
' Properties o
' - Public Defender Monthly S g ‘ .
1010-50 Operating Expense Repo s - Until audited l?aper/EIectronvlc
1010-51 ‘ Legislation - pr@bosed Until ﬁnalvdisposition Paper/Electronic |2
1010-52 | Public Officials Bonds 10 years atter Paper/Electronic |§0
- ; expiration ;
| 101053 | ReceiptBook =~ | Untit audited Paper/Eléctronic |4
| e . Maintain papér until .
R microfilmed and quality .
1019'54 Resolutions control checked, prior Paper
to paper destruction ’
Migrate or maintain as
. necessary untilno .- ) L
. longer of : Electronic or All
1010'.5“‘ Resolutions - - administrative, fiscal or _ Other Media
legal value in electronic '
‘ format
1010-54B Régo_llut'ions Permanent Microfilm
Road, Bridge, Ditch/Culvert, | Maintain | ';ZP:;;:ﬂLmy o
1010-55 gg::?;::‘;z:: rrec eivedfrom | -/ trol checked, prior Paper
' gin to paper destruction -
- v . Migrate or maintain as ]
: . necessary until no o
1010-55A ﬁﬁiﬁgsi'z"e%i’fs"fe"c’ﬁ‘d?fﬁ’om longer of Electronic or Al
County Engineer administrative, fiscal or Other Media
. ) 9 legal value in electronic
’ format

- SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014



Form RC-2 .

* Schedule of Records Retention and Disposition
Continuation Sheet

- 1010

Page 9 of 10

Board of County Comm

(Local government entity) .

issioners

' (Unit)

Occupancy - county buildings

control checked, prior
to paper destruction

(1) : (2) -3 - (4)
chedule ecord Title and Description Retention Period . edia Type
Schedul R d Titl dD iptior Retention Period Media T
.Number. |- e s - I
‘ - | Road, Bridge, Ditcthuivért,' . ‘
. 1010-55B | Mileage Reports received from Permanent Microfilm
S County Engineer A I BT
‘ ) Reports, Plans, Studies, etc. . Ca b e L St
~ 1010-56 from outside agencies (i.e. " : llir:‘t:;un;:r:::ed orno | Paper/Electronic |
- - | cCAO, OKI, ODOT) o )
. P PP ntil .
_ .- | Road/Street/Alley Vacation x?é',';?,','n‘;ff’:;::ﬂa,ity L
1010-57 | Records establishment/Transfer/ | .o ¢ro1 checked -prior Paper
- - | Acceptance Name Change . da P
L - to paper destructhn
. Migrate or maintain as
. : - - - . . Ny 'l ' o ‘
1‘010. 57A> Ro‘adlStreet/AIIgy Vacation :Le:;:'-.s g;y untif no 'Elec'tronic or All
a Records establishment/Transfer/ | ,yministrative, fiscal or Other Media
: A°°?P‘a"°e Name Change | legal value in electronic
’ | format :
Lo L Ro‘adIStreetlAIIey Vacation i
1010-57B | Records establishment/Transfer/ | Permanent Microfilm
N Acceptance Name Change ‘ oo
1010-58 | Sheriffs Monthly Meal Reports | 1 year Paper/Electronic [(diii o
e ' o Maintain paper until )
1010-60 Tax Levy Issues/ Resolutions/ microfilmed and quality
Proceeds/ Reports/ Contracts .control checked, prior.. Paper
i : to paper destruction ’
Migrate or maintain aé
. necessary until no - »
1010-60A Tax Levy Issues/ Resolutions/ longer of Electronic or All
Proceeds/ Reports/ Contracts administrative, fiscal or Other Media
: legal value in electronic :
format
i Tax Levy Issues/ Resolutions/ - .
1010-60B Proceeds/ Reports/ Contracts Permanent Microfilm
. 1010-61 | Telephone Message Duplicates . | Until no longer of value | Paper/Electronic |-
1010-6_2 Travel Requests . Until audited Paper/Electronic
' - Maintain paper until -
Building Permits/Certificates of . | microfilmed and quality
1010-64

Paper

SAO-/LGRP- RC-2 (Part 1 & 2), Revised August 2014



Form RC-2 Page 10 of 10

Schedule of Records Retention and Disposition
- Continuation Sheet

Board of County Commissidners

(Local government entity)

1010

{Unit)

(1) (2 _ () 4)
Schedule | Record Title and Description Retention Period Media Type
Number ’
Migrate or maintain as
| necessary until no
1010-64A Building Permits/Certificates of longer of Electronic or All
Occupancy - county buildings administrative, fiscal or Other Media
- legal value in electronic .
. _ format
Building Permits/Certificates of .
1010-64B Occupancy - county buildings Permanent Microfilm
' Insurance ’ .
1010-65 Policies/Plans/Contracts Permanent Microfilm
Liability and Health Insurance
1010-66 | Acquisition Records/ Renewal Permanent Microfilm
Reports '
Contracts (general construétion,
1010-68 collective bargaining, public gg;al;zt?:t:r Paper/Electronic
: depository, tax abatements etc.) P
‘ 8 years after .
101QT69 Contracts for good;lservices . completion Paper/Electronic
nan g Reports - required by statute to S . B
1010-71 be filed in BCC office Until audited Paper/Electronic |
‘ Payroll Records - Records :::i:; p(rgxidi:a‘:l :
1010-72 pertaining to Employee wages, mai nfai|'1 ed a% Auditor's Paper/Electronic |;
compensation and leave Office)

SAO-/LGRP-RC-2 (Part 1 & 2), Revised August 2014

pudited mean
encompasse
have been a

Auditor of State and

audit rep yant o

released purs
gec. 117.26 o.R.C.

s: the years
d by the records
gited by the
the -



